Mishap & Near Miss Reporting (MNMR)
Frequently Asked Questions

Please Mote: if you are experiencing any issues with the reporting tool, please verify
that you are using Chrome E or Edge[® as your browser. Do Not use Internet
Explorer (I E)E - the system is not compatible with this browser.

1. Irequested an account but | can’tloginand | | wun

am getting the following message on the login P "
screen:

Please check with your supervisor to see if they

have approved your request. If your supervisor T e
cannot approve your account (invalid error) or they | e

did not receive an email, please make sure you
provided a mail.mil email address for them. When they are attempting to approve your
account, they should do so in Chrome or Edge. IE does not always function properly.
Even though you see the error, attempt to click on the sign in bar to access the system.
Don’t click on the register for access link. If that does not work, contact the helpdesk.

2. Why does it take so long to load a page? We acknowledge we have a
performance issue and are working diligently to get this fixed. We expect to see a
marked improvement over the next few months.

3. I am listed as a reviewer on a report, why can’t | action it? To complete a review
on a report, whether you are a command reviewer or a board member, you must do so
from the “For My Review” tab. Once you click on the “For My Review” tab, please
ensure your filters are set correctly — or set to all. Note: Each tab has its own filters.
Also, we have new filters in the workspace headers — if any of the funnel icons are
yellow, click on it and reset the filter. If you still don’t see your report, go to the mishap
date filter, set it to a different date range and then change it back to all. If that doesn’t
work, check with the previous reviewer to see if they can still see the report in their
workspace — be sure to have them check their filters as well — they may not have
completed all the review steps. See FAQ 12.
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4. Why can’t | add a reviewer to my report? To add a reviewer, you must be the
submitter (creator), POC, RSO, board member, or a reviewer and the report must pass
the audit. To see if the report has cleared the audit, go to the mishap review tab in the
report and ensure the user provided all the required information. Any red indicates there
is a problem in that section. You can click on the section and hit the edit button and it
will take you to the area that is missing information. Next, ensure you have both a POC
and RSO listed on the reviewer and comments page. If both are there, you should see
the “add reviewer” link below them. Click on the link. To add the Reviewer, you must
use the search feature in the Email Address field:

Add Reviewer

Email Address * Last Name * First Name * Position/Title *

Pay Grade * .E Rank Unit/Organization * Phone Number *
search - :

Once you click on the search feature, if you use the email lookup it must be a .mil email
address. If you are unable to pull in this individual’s information in and used something
other than a @mail.mil address, try using the @mail.mil. If that does not work, switch to
the EDIPI and try entering the EDIPI (DODID). The reviewer must register to access the
report.

5. How do | add more than one reviewer to my report? Currently, you can only add
one reviewer to the report at a time. After the submitter/POC/RSO adds the first
reviewer, it is up to the current reviewer to add the next reviewer. New procedures for
routing reports will be out later this year in the Safety Officer module so that reports can
be auto routed based on category and class.

6. How do | save the UIC Mishap structure? | tried modify it, but my changes did
not save even though | clicked the save button. First, ensure the “modify responsible
UIC” radio button is set to “yes”. Then make the modifications and hit the save button at
the bottom of the page. If that does not work, verify that you are using Chrome or Edge.
Note: The submitter, POC, or RSO can make changes to the report as long as itis in a
status of investigation ongoing or returned.
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7. How do | add supporting documents into my report? Please verify that you are
using Chrome or Edge as your browser. Then, on the supporting documentation tab for
the report click on upload and select the file. Then identify the association. Once the
required dropdowns are complete, select upload. Your file should appear right below the
upload section if it was successful. You may need to break the file up if it is bigger than
10MGs. The system does not accept PDF portfolios. Please attempt to open the file
after you upload it to ensure there are no issues with the PDF. You can also use the
paper clip icon in your workspace to get to the supporting documents tab.

8. I had a report that was awaiting information and when | went into the reporting
tool today, it is missing. What happened to my report? Please verify that the filters
in your workspace are set correctly for the report you are looking for. Note: Each tab
has its own filters.

7 APEGGYADANS 610G OUT

Workspace Tabs
Quick access to
reports by function

Workspace Filters
Allows you to limit cases

o i e
Workspace Headers s s a + Soumce = ¢ Gudwysuns ¢ UC 8 pR D ¢ o v b e

General information Action Buttons

Hover over to see
What actions are
available for the
report.

about the type and status
of the report. Sort using
the arrow buttons

9. Where can | find more information about this system? While on the landing page,
you can view the orientation video that is located on the right-hand side of the page.
There is also a library of videos at the bottom of the landing page and each section of
the tool has a help section at the top of the workspace. In addition, you can find more
reporting and investigation tools and tips at https://safety.army.mil/REPORTING-
INVESTIGATION.



https://safety.army.mil/REPORTING-INVESTIGATION
https://safety.army.mil/REPORTING-INVESTIGATION

10.How do | get a zip code to save in my report? When you start typing the zip code
into the report, you will notice that zip codes start to appear in the dropdown menu. You
must click on the zip code in the dropdown menu for it to save in your report:

Street Address Zip Code City t

State Countr y

11. I am trying to add the board members to a report but after | add the board
president or recorder, the system prevents me from accessing the report. We
designed the system to restrict access to the report until the board has entered all the
necessary information, completed their deliberative process, and they have submitted
the report for command review. This will usually occurs after the board briefs the
command. As soon as the POC enters either the Board President (BP) or Board
Recorder (BR) to the report, the system will prevent anyone that not identified as a
board member from accessing the report. The assigned board members will be able to
access the report from the Investigation Board tab and enter information, but only the
BP or BR can add additional board members.

12. The report is stuck “In Review” even though my commander or the reviewer
signed it. If it looks as though the current reviewer has signed the report and it has not
moved, it could be that the current reviewer has not completed the required steps. To
verify this, go to your workspace, look for the silhouette in action area and hover over it
to see who has the report. If the current reviewer’s name displays, then most likely they
did not complete all of the review steps. Ask him or her to go to their review tab and
check to ensure they have completed all of the steps. If you are not sure how to
complete these steps, click on the Reviewer Instructions resource document at
https://safety.army.mil/Reporting-Investigation.

13. I can’t submit my report and it indicates the classification is “not yet
calculated.” First, verify that you have entered a recordable severity of injury for the
individual or recordable property damage. If you have done so and the mishap is still not
calculating, go to the injured individual’s injury severity and change it to a different
severity level and hit the save button. If it calculates, change it back to the appropriate
severity level and save it again. If it doesn’t calculate, contact the helpdesk.

14.Why does the map change after | enter the zip code? There are intermittent
issues with the map. We are working to address this issue and hope to have resolved
soon. A work around is to select manually enter the information. You can use
https://www.calculatorsoup.com/calculators/conversions/convert-decimal-degrees-to-
degrees-minutes-seconds.php to assist you in converting decimal degrees to minutes-
seconds.
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